
project manaGer action Guide

name ___________________ grade ___ class _______________ period ___

a Tool for m
anaging your Team

 proJecT



Who We areWho We are

generaTion earTh was created by the Los 
Angeles County Department of Public Works in conjunction with TreePeople to 
take advantage of two compelling concepts. First, youth are powerful agents of 
change in their families and among their friends, and second, routine choices 
made by individuals on a daily basis have a collective environmental impact.

The Department of Public Works believes that the rewarding experience of taking 
action and making a positive change will inspire youth to take responsibility for 
their lives and, in turn, their communities.

Taking part in an environmental service project to benefi t you and your 
community is a positive way to make a difference. The Project Manager Action 
Guide is provided as a tool to help you manage your team’s project and keep 
track of your progress, budget and results.
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planning The proJecT
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1)   Create a “task web” showing all the tasks necessary to complete the chosen service 
project. Use mural paper to show the tasks. Begin by placing the name of the project 
in the center of the paper and circling it. Branching out from the center circle place 
main tasks in circles. Include sub-tasks branching out from each main task, until you 
have created a large “task web.”

2)   Decide who will be responsible for each of the main tasks and list their name next 
to that task.

3)  Using a calendar, go over the following:

 a)  When does the project have to be complete?

 b)  How many days/weeks/months do we have until the date?

 c)  How often will we need to meet to check in on our progress?

 d)   How many meetings do we have until the completion date, and what are 
those dates?

4)  Using this information, assign a completion date for each main task.

5)   Discuss potential expenses associated with the project. What can be donated? 
What will need to be funded? How can money be raised?

6)   Pass out a Student Action Guide to each team member and review the different pages. 

7)   Team members should fi ll in their assigned main tasks and sub-tasks, and use the 
Student Action Guide as a tool to manage their part of the project.

8)   After the project is complete, answer the evaluation questions in the back of the 
Student Action Guide. 

9)  Wrap up the project with a celebration.  
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campus or communiTy need:

proJecT name:

describe The proJecT and how iT will

serVe The communiTy:
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What are the 
main tasks you 
have to complete?

What is 
your joB as 
project manaGer?

keep Track of proJecT progress. 
List out all the main tasks, who is responsible for them, and when they are to be completed.  
Keep track of progress and when tasks are complete.

run updaTe meeTings. 
Lead meetings to allow everyone to update on their progress, 
give feedback, and troubleshoot as necessary. 

hold The Vision and commiTmenT of The group. 
You are the cheerleader for the group. Help, encourage, praise, and support, as needed.
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keep Track of The main Tasks – 
know who is responsible for 
compleTing Them, and make sure 
They happen on Time!
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DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 1

DATE COMPLETED

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 2

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 3

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 4

DATE COMPLETED

DATE COMPLETED

DATE COMPLETED



how i can supporT The 
compleTion of These Tasks
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keep Track of The main Tasks – 
know who is responsible for 
compleTing Them, and make sure 
They happen on Time!

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 5

DATE COMPLETED

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 6

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 7

DUE DATE NAME ________________________________

 PHONE _______________________________

 EMAIL _______________________________

main Task 8

DATE COMPLETED

DATE COMPLETED

DATE COMPLETED



What are the 
main tasks you 
have to complete?

run meetinGs 
to keep track 
oF project proGress. 

you are in charge of planning, 
organiZing and faciliTaTing 
meeTings ThroughouT The proJecT. 
some of The Things you need To consider are:

daTes and Time – Is this during class, lunch, or after-school? Make sure you work this out with your teacher.

locaTion – Is this in the classroom or other designated meeting place?

deTermine the purpose of the meeting – by the end of the meeting, what do you want to know, agree on, etc.?

creaTe an agenda – meetings are more effi cient if you have an agenda prepared listing what is to be covered 

and how much time each item will take. Remember to try to stick to the time given so everything is covered.

record what happens – keep track of who attends, what happened, and any action items.  You can 
assign this task to another person.assign this task to another person.

and how much time each item will take. Remember to try to stick to the time given so everything is covered.

what happens – keep track of who attends, what happened, and any action items.  You can 
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resulTs of The meeTings

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe
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who is my faVoriTe leader?  

whaT TraiTs or QualiTies abouT This 
person do i like?

whaT can i do To incorporaTe These TraiTs 
and QualiTies inTo my proJecT manager Job 
and The proJecT?

being a leader
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resulTs of The meeTings

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe

                             RESULT:

WHO ATTENDED:

                             RESULT:daTe



What are the  
main tasks you  
have to complete?

are there any 
expenses associated 
with the project?

Tips  for asking for donations or contributions.
Write a letter.  Explain details about your project, why it is important and  
what you are requesting. It is always better to deliver the letter in person. 

Be prepared.  When you meet with individuals or groups to tell them about your project, have  
all your facts straight. Be specific with what you are asking for. 

Follow up.  People get busy and may not remember to get in touch with you.  
Be sure to call or drop by and remind them of what you are asking.

These could include:

If so, what are ways to get donations or raise money?

List your ideas for donations, fundraising, or other income:

Materials
Transportation
Office supplies

Telephone
Photocopying
Mailings
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DUE DATE

maTerials
TransporTaTion
office supplies

Telephone
phoTocopying
mailings

whaT is needed To accomplish 
The proJecT ThaT cosTs money B
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DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

DESCRIPTION: ____________________________________________  

__________________________________________________________   COST: _________

   TOTAL:

eXpenses



remember To 
Thank eVeryone who conTribuTed!
SEND thank you letters right away.

CREATE a banner or poster of contributors to 
display at an event or at the school.

GIVE a verbal acknowledgement of contributors 
at an event or gathering.

keep track 
oF everythinG 
you receive!
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This includes 
goods, serVices or money donaTed. 
GOODS are donated food, equipment, and supplies.

SERVICES are donated labor and tasks. 

MONEY can come from donations or a fundraising event. Fundraising events 
include car washes, bake sales, rummage sales, and raffl es.
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who gaVe, whaT was giVen, 
and whaT was The amounT?

who money/goods/serVice amounT

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________



whaT i learned 
from my eXperience
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whaT were The mosT successful parTs of The proJecT?

whaT was The leasT successful?

whaT would you do differenTly neXT Time?

r
e

s
u

l
t

s

Thank you for Taking personal responsibiliTy for 

improVing The QualiTy of your own life, and The liVes of Those around 

you. eVery posiTiVe sTep you Take makes a difference!

eValuaTe your proJecT
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for more informaTion or To regisTer for upcoming workshops, conTacT generaTion earTh aT: 

generationearth@treepeople.org         818.623.4857         FAX 818.753.4645

an enVironmenTal 
educaTion program 

of The counTy of los angeles, 
deparTmenT of public works

presented by Treepeople

www.generaTionearTh.com            www.888cleanla.com


